An ASC Training Guide
HRPA — Personnel Administration

ZPAO1

This transaction allows agencies to update their employees’ administrators reflected in the
Organizational Assignment Infotype (0001). The personnel administrator, time administrator, payroll
administrator and benefits administrator can now be updated for employees by their personnel area.

To execute this transaction, the agency must know the current administrator’s system user ID and
administrator number; the personnel area(s) to be updated; and the new administrator’s system user
ID and administrator number.

If a new administrator name needs to be added and/or an old administrator name needs to be deleted,
the agency must first complete the following:

1. Contact the AASIS help desk at 501-683-2255 or by sending an email to AASIS -
HelpDesk@mail.state.ar.us and request an administrator be added or deleted from the drop-down
listing of the Organization Assignment Infotype. The help desk representative should provide you with
a ticket number.

2. Prepare the Request for Administrator Change form. Be sure to include the help desk ticket
number on the form. Please find this form at: http://www.arkansas.gov/dfa/aasis/aasis forms.html

3. Email the completed form to: aasishelpdbhr-pa@arkansas.gov

4. After the administrator name change has been completed, the requestor will receive notification by
email.

Note: The roles that have authorization to process this transaction are Agency/CLJ/State Personnel
Management.
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Note: The correct administrator names, numbers and user IDs can be
found using the adhoc query and PA20.
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1. Verify that the From and To administrator names
and numbers are correct.

2. Select individual employees that you wish
to change administrators or click the Select All

3. Click the Update button
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